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POLICY: .01a The Laboratory is custodian of two types of
information: administrat ive information owned by
the Universi ty of Cal i fornia and technical and
scient i f ic information owned by the Department of
Energy (DOE).  Disclosure and protect ion of such
information are governed by appl icable federal and
state laws as descr ibed in the fo l lowing paragraphs.

Administrative Information .01b The Laboratory safeguards or d iscloses
administrat ive information, including personal
information about i ts employees, according to the
provisions of the Cali fornia Information Pract ices
Act (CIPA),  the Cal ifornia Publ ic Records Act
(CPRA), and the Federal Pr ivacy Act.  Quest ions
about administrat ive information practices pol icy
and procedure should be directed to the
Communicat ions and Records Management Divis ion
(CRM-DO).  See also AM 708.

Technical and Scientific .01c The Laboratory, through the Classif icat ion Group
Information  (OS-6), safeguards or discloses technical and

scient i f ic information as directed by i ts prime
contractor,  the DOE.  As an agency of the federal
government, the DOE is required by the Freedom of
Information Act (FOIA) to provide information not
excluded from provis ions of the act to the public
upon request.  Quest ions about technical and
scient i f ic information pract ices pol icy and
procedure should be directed to the OS-6 Group
Leader.  See also AM 708.

.02 Deleted.

Personal Information .03 Personal information is any information about an
individual that is  contained in a Laboratory record
and that is neither nonpersonal nor public as
required by law.  Examples include, but are not
l imited to,  preemployment educat ion and tra ining,
outside employment history, medical h istory,
employee benef its contr ibut ions and pension data,
attendance, and employment history including
performance appraisals and correct ive or
discip l inary act ions.
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Laboratory Record .04 A Laboratory record is a f i le or other grouping of
information owned by, or in the custody of the
Laboratory about an individual f rom which
information is retr ieved by the individual 's name
or some other ident i fying part icular assigned to the
individual.

Nonpersonal Information .05 Nonpersonal information is information consist ing
only of names, Laboratory addresses and te lephone
numbers and other l imited factual data that, i f
released, could not in any reasonable way ref lect or
convey anything detr imental  or otherwise adversely
affect the indiv idual.

CALIFORNIA INFORMATION .06 Laboratory administrat ive, personnel, f iscal ,
     PRACTICES ACT: patents,  publicat ions, medical,  safety, secur i ty, and

law records are owned by the Universi ty of
Cali fornia,  an agency of  the State of  Cal ifornia,
and are subject, as a matter of Universi ty pol icy, to
the provis ions of the Cali fornia Information
Pract ices Act.

FEDERAL PRIVACY ACT: .07 The fo l lowing are records in the custody of  the
Laboratory,  but owned by the United States, and
are subject to the provis ions of  the Federal Pr ivacy
Act:

Personnel radiat ion exposure records,

Employee and v is i tor  access control  records,

Government motor vehic le operator records,

Occupat ional and industr ia l  accident records,

Personnel Assurance Program records,

Personnel medical records-DOE employees or
employees of other contractors, and

Self-contained breathing apparatus acceptabi l i ty
on DOE employees.

.08 Personnel Secur i ty Questionnaires are retained by
DOE, not by the Laboratory.  The indiv idual is
responsible for retain ing a copy for future
reference.
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RESPONSIBILITIES: .09 Each employee having access to personal
information contained in a Laboratory record is
under a duty not to disclose such information to
others, unless:

The disclosure is to another Laboratory
employee having a need toknow such
information to perform assigned duties or

The disclosure is author ized by CRM-DO.

.10 Each employee is under a duty not to acquire or
make a record of personal information of another
individual unless such information is necessary to
the conduct of  Laboratory business.

DISPOSAL OF RECORDS: .11 Each employee is under a duty to dispose of records
in his or her custody containing personal
information that is no longer necessary to the
conduct of Laboratory business.

.12 Records contain ing personal information and
identi f ied for d isposal should be disposed of only
in accordance with instruct ions from CRM-DO.

NONPERSONAL INFORMATION .13 Although not enjoying the same degree of legal
     CONTROL: protect ion as personal information, nonpersonal

information should be accorded simi lar controls on
release and dissemination, part icularly in doubtfu l
or border l ine cases.   Contact CRM-DO for guidance
on release of  nonpersonal information.

REQUESTS FOR PERSONAL .14a All  requests to inspect and/or make copies of
     INFORMATION: personal information must be referred to CRM-DO.

California Public .14b The Laboratory administrat ive and f iscal  records
Records Act are owned by the University of  Cal ifornia, an

agency of the State of  Cal ifornia, and are subject,
as a matter of University pol icy, to the provisions
of the Cal i fornia Publ ic Records Act (CPRA).

.15 Deleted.  See AM 708.

FREEDOM OF .16 FOIA requires government agencies, including

http://admin_manual.lanl.gov:1500/pdfs/adm/am708.pdf


AM 708
October 14, 1988

Information Practices

Administrative Manual
Los Alamos National Laboratory This page was last revised on July 29, 1988.

     INFORMATION ACT (FOIA): DOE, to make avai lable to the publ ic,  upon request,
information in their possession and control unless
that information fal ls with in an exempt category.
Contact OS-6 or see the Laboratory Secur ity/
Safeguards Pol icies and Procedures Manual.

DOE Responsibilities .17 Only DOE may respond to FOIA requests for
Laboratory information.   The Laboratory is not a
government agency and does not respond directly.
Upon receiving a FOIA request, DOE must respond
to the requester with in ten days.

Employee Responsibilities .18 Any request for information that invokes FOIA
must be forwarded to the OS-6 Group Leader for
transmitta l to DOE.  The employee then provides
information as directed by DOE or OS-6.

OS-6 Responsibilities .19 OS-6 sends FOIA requests to DOE and ensures that
requested information is provided promptly so that
DOE can meet the t ime constraints speci f ied by
law.  The OS-6 Group Leader serves as an interface
between DOE and the Laboratory on matters related
to FOIA.

FEES: .20 Fees for copies of documents made in response to
CIPA and/or PRA requests are to be charged at
$0.10 per page (s ide) for documents of 100 pages
or more.  No charge is made for documents of
fewer than 100 pages.  Fees shal l  exclude the cost
of any search for and review of the record.  Checks
are to be made payable to the Universi ty of
Cali fornia and sent to the General Account ing
Group (FIN-1).

DISCIPLINE: .21 Failure to comply with provis ions regulating
administrat ive and technical and scient i f ic
information practices may resul t in d iscip l inary
act ion, up to and including terminat ion.


